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o Administration TSA MANAGEMENT DIRECTIVE No. 1900.11
EXTERNAL TRAINING REQUEST

To enhance mission performance, TSA is committed to promoting a culture founded on its values of
Integrity, Innovation and Team Spirit.

1. PURPOSE: This directive provides TSA Policy and Procedures for the use of the Standard Form
182, Authorization, Agreement and Certification of Training, when requesting external training.

2. SCOPE: This directive applies to all TSA organizational elements.

3. AUTHORITIES:
A. Aviation and Transportation Security Act ( ATSA), Public Law 107-71
B. Government Employees Training Act (GETA), 5 U.S.C. 4108

C. Guide for Collection and Management of Training Information, Office of Personnel
Management (OPM), September 2006

D. Homeland Security Act of 2002, Sections 403 (2) and 423
E. Training Policy Handbook, OPM, May 11, 2007

F. TSA Financial Management Manual (TSA FMM) Chapter 7

G. TSA MD 100.0, TSA Roles and Responsibilities

H. TSA MD 300.17, Acquisition of Employee Training

I. TSA MD 1000.6, Temporary Duty Travel Policy

J. TSA MD 1900.3, Official Employee Training Records

4. DEFINITIONS:

A. Authorizing Official: An employee within the Business Management Office (BMO) or
program official designated by an Assistant Administrator who has the authority to approve
the use of government funds to support the training request.

B. Conference: A prearranged gathering, with a formal agenda, held for presentation,
consultation, discussion and/or exchange of information, views or opinions on a common
purpose or topic. A conference may take the form of a retreat, convention, training, exercise,
seminar, symposium, or workshop. A conference is not a routine or regular meeting.
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Course: A series of lessons related by a common goal for which student completion is
documented.

External Training: Training provided by outside entities to TSA employees.

Group Training: Training provided to multiple employees at the same time and on the same
day to be paid via one invoice.

Individual Training: Training provided to an individual employed by or assigned to TSA.

Interagency Training: External training that is provided by another Federal agency.

Internal Training: Training provided by TSA for TSA employees.

Online Learning Center (OLC): The official Learning Management System for applicable
training and related performance/development accomplishments for TSA employees. It
serves as the delivery platform for online training and is the official repository for TSA
training records via its Learning History/Completed Work function.

Standard Form (SF) 182, Authorization, Agreement and Certification of Training: The
government-wide training form used to request, approve, and certify completion of training
courses, conferences, seminars, symposia and academic courses.

Supervisor: An employee who serves in a designated supervisory role.

Training: Instruction designed to teach an employee how to do a task or improve job
performance. Training may be delivered in a classroom or laboratory, as a field exercise or
simulation, on the job, or at professional seminars and conferences. Training also includes
self-study courses, computer and web-based courses, and seminars.

. Training Officer, Training Manager, Training Specialist and Headquarters Training Point-of-

Contact (HQ-TPOC): An employee assigned within the organization to work with the Office
of Acquisition and Office of Training and Workforce Engagement (OTWE) staff to manage
training operations and ensure that training funds are used efficiently and effectively.

RESPONSIBILITIES:

A.

The Assistant Administrator/ Chief Learning Officer for OTWE is responsible for
establishing training policies, standards, and procedures to systematically manage training
programs and courses that enable the TSA workforce to effectively complete its mission.

The Assistant Administrator for the Office of Acquisition is responsible for procuring
training that requires the submission of funded purchase requests.

The Assistant Administrator for the Office of Global Strategies is responsible for approving
all travel for training outside the United States.

Senior Management Officials are responsible for implementing controls and reviews over
training expenditures to ensure cost-efficiency.
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E. Business Management Officers (BMO) and/or Authorizing Officials are responsible for:
(1) Verifying that funds are available for the requested training; and
(2) Processing the requested SF-182 as described in TSA MD 300.17.
F. Supervisors are responsible for:
(1) Determining what training is required to ensure workforce competency;
(2) Approving or disapproving employee training requests;

(3) Ensuring that any travel and conference attendance decisions are consistent with all
relevant policies and guidance documents;

(4) Obtaining an evaluation of the training from the employee and certifying that the training
was successfully completed; and

(5) Ensuring that employees under their supervision adhere to the policy and procedures set
forth in this directive.

G. Training Officers, Training Managers, Training Specialists, HQ-TPOCs, or designated
officials are responsible for:

(1) Ensuring the SF-182 is processed as described in TSA MD 300.17; and
(2) Verifying completed training is recorded in the OLC.
H. Employees are responsible for:

(1) Initiating the request for any training they believe will contribute to increased workplace
knowledge, skills, and abilities;

(2) Completing and submitting the SF-182 as appropriate;
(3) Obtaining the necessary approvals before attending training;
(4) Tracking the routing of the SF-182 to ensure that it has been processed,;

(5) Investigating the use of local area training prior to submitting a request for training that
requires travel;

(6) Notifying the supervisor and BMO if the approved training must be modified in any
manner;

(7) Completing a course evaluation form and participating in a course evaluation
conversation with a supervisor;
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(8) Providing documentation (e.g., certificates ) indicating that the training course was
successfully completed to the appropriate training POC for entry into the OLC; and

(9) Verifying that the title of the training course and the date of completion are correctly
recorded in the OLC.

6. POLICY:

A.

TSA supports and encourages employee participation in training events and activities to help
staff acquire and maintain the skills and knowledge necessary for the success of the Agency
and to achieve professional development goals.

The SF-182 is not needed for internal training courses, but the course Item ID must be
documented in the OLC pursuant to section 7.A. of this directive.

Employees shall complete the SF-182 for all external training.

Employees shall request permission to participate in webinars during duty time. The SF-182
is not needed if the webinar is free. If the learning session is one hour or more in length it
can be included in the learning history file when the title and date of completion is provided
to the Training Officer, Training Manager, HQ-TPOC, or designated official entering data in
the OLC.

Attendance at any training course must be approved by a supervisor. If the SF-182 is needed
it shall be approved and funded before any expenses related to individual or group training
are committed, obligated, and/or incurred.

Any employee or office procuring training shall adhere to the policy and procedures in TSA
MD 300.17.

Estimated travel costs to attend training shall be documented on the SF-182; however, travel
requests must adhere to all relevant policies and guidance documents.

Training Officers, Training Managers, Training Specialists, HQ-TPOCs, and/or BMO
officials shall respond to data calls from OTWE requesting trainee information, training
course descriptions, and/or costs and billing information as needed.

Employees are encouraged to participate in Interagency Training. If the training is on a non-
reimbursable basis the employee should indicate in Section B, Block 19 on the SF-182 that
there is no cost for the training.

Funding for all external and/or group training as well as conferences/seminars must be
properly documented on the SF-182 prior to any training invoices being paid.

Successfully completed training and development events shall become a part of an
employee’s Learning History/Completed Work record as described in TSA MD 1900.3.
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L. Supervisors, Training Officers, Training Managers, Training Specialists, and HQ-TPOCs
shall work directly with vendors to discuss the terms and conditions of group training prior to
scheduling and/or purchasing training.

M. Individual attendance at conferences must be documented on the SF-182 and approved by an
authorizing official. TSA supervisors may approve a conference as a developmental activity
if the content is pertinent to the official functions and activities of the employee and/or the
employee will derive developmental benefits by attending.

PROCEDURES: Offices are encouraged to establish internal processes to prioritize training
investments, deliver cost-effective training, and ensure that accurate, complete, and reliable data
is reported in the OLC. Attachment A is provided as a quick reference guide on when the SF-182
is required. The SF-182 is available on the OLC.

A. Internal Training: When training courses are provided by TSA it is expected that successful
completion of the course will be entered into the Learning History/Completed Work record of
the employee, therefore the course must have an established Item ID in the OLC (e.g., TSA
Academy Courses, Office of Acquisition Workshops). TSA offices sponsoring training
courses will obtain an Item ID by completing a Content Request Form on the OTWE iShare
site.

B. External Training for Individuals: The SF-182 is the required form for documenting and
tracking external employee training, especially training paid with Agency funds. To
complete the form, supervisors and employees should review the specific codes and
explanations for the data elements located on the SF-182.

(1) The employee will complete Section A, Trainee Information. The employee must not
enter data in Blocks 2, Social Security Number, Block 3, Date of Birth, Block 4, Home
Address, and Block 5, Home Telephone.

(2) The employee will complete Section B, Training Course Data. If additional space is
needed Block 19, Agency Use Only, may be used for this purpose.

(3) The employee will provide any costs in Section C, Costs and Billing Information,
associated with the training such as Tuition and Fees, Books and Material Costs, Travel,
and Per Diem. If travel is required it must be approved and entered into TSA’s official
travel system.

(4) The employee will forward the SF-182 to the immediate and second-line supervisors for
approval and signatures in Section D.

(5) Following approval by the supervisor(s), the SF-182 is signed by the Training Officer,
Training Manager, Training Specialist, HQ-TPOC, or designated approval official in
Section D, 3d.

(6) The SF-182 is routed to the BMO official who serves as the authorizing official in Section
E and either approves or disapproves the request. An approval indicates that funds are
available for the requested and approved training. The BMO official verifies the
Appropriation Fund Codes and enters the appropriate entries in Section C-Costs and
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Billing Information. The BMO official or training officer processes the SF-182 Form in
accordance with TSA MD 300.17

(7) At the completion of training, the employee completes TSA Form 1914, External Training
Evaluation and discusses the training with the supervisor. The supervisor signs the
evaluation form and forwards it to the BMO official or training officer to complete section
F of the SF-182 in accordance with TSA MD 300.17.

(8) The Training Officer, Training Manager, Training Specialist, HQ-TPOC, or designated
approval official enters the training completion data in the OLC at the completion of the
training.

C. External Training for Groups: When the TSA office sponsoring the training determines that
the training event is to be recorded in the employees’ Learning History/Completed Work
record, the office will establish an Item ID in the OLC, complete a SF-182, and insert “See
Attached List of Attendees” in Block 1. In addition, Blocks 1-5 in Section B, Training
Course Data, must be completed. Section C should be completed in accordance with TSA
MD 300.17. Itis not necessary for each individual attending the training to complete the SF-
182.

(1) Managers should consult the TSA Financial Management Manual (TSA FMM), Chapter
7, when planning a group training activity and adhere to all established policies and
guidance on the criteria and required approvals for conferences.

(2) At the completion of training, if a purchase card is not used as the method of payment,
training vendors must submit an invoice containing the SF -182 document number in
Section C, Block 4, to the U.S. Coast Guard Finance Center for payment.

(3) The Training Officer, Training Manager, Training Specialist, HQ-TPOC, or designated
approval official must enter the course title and completion date in the OLC for
employees on the list of attendees attached to the SF-182.

(4) The TSA office sponsoring a training course will coordinate solicitations, selections,
official and non-official communications for authorization of training and travel costs.

D. Cancellation of a Request for Training: All cancellations should be processed immediately.
(1) Employees will immediately notify the Training Officer, Training Manager, Training
Specialist, HQ-TPOC, or designated approval official if they are unable to attend any
scheduled training.
(2) The Training Officer, Training Manager, Training Specialist, HQ-TPOC, or designated
approval official will notify the vendor to cancel the training and request appropriate
credit to safeguard the funds.

E. Continued Service Agreement:

(1) If Block 15 of Section B is “Yes,” offices will maintain any Continued Service
Agreements signed by employees.
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(2) Continued Service Agreements must be signed prior to the start of the training period.

F. Reporting Training and Development Expenses: OTWE will request data, as needed, from
offices sponsoring training if there is a requirement to complete internal or external reports.

8. APPROVAL AND EFFECTIVE DATE: This policy is approved and effective the date of
signature unless otherwise specified.

APPROVAL
Signed March 6, 2014
Michael R. Novak Date

Assistant Administrator for Office of
Training and Workforce Engagement

EFFECTIVE

Date

Distribution: Assistant Administrators and equivalents, BMO Directors, Supervisory Air
Marshals in Charge, Federal Security Directors, Managers, and Supervisors
Point-of-Contact: Training Resource Center, TSATraining@tsa.dhs.gov.
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Attachment A

The following quick reference chart describes when the SF-182 is required.

TYPE OF
TRAINING

DEFINITION OF TRAINING

SF-182
REQUIRED

TRAINING
DOCUMENTATION
REQUIRED

OLC
ENTRY
REQUIRED

1. Internal Training

Training provided by TSA to TSA
employees. Courses must have an
item ID in the OLC. (e.g., TSA
Academy, Office of Acquisitions
Workshops)

No

Yes

Yes

2. External
Training

Training provided by outside
entities to TSA employees.
(e.g., commercial vendors,
professional organizations,
educational institutions, PM
Toolkit, Federal Acquisition
Institute Training Application
System, Intelligence Training
Academy)

Yes

Yes

Yes

4. External
Training (Group)

Training provided to multiple
employees at the same time and on
the same day to be paid via one
invoice.

Yes

(only
one)

Yes

Yes

5. Conference/
Seminar

A prearranged gathering, with a
formal agenda, held for
presentation, consultation,
discussion and/or exchange of
information, views or opinions on
a common purpose or topic. A
conference may take the form of a
retreat, convention, training,
exercise, seminar, Ssymposium, or
workshop. A conference is not a
routine or regular meeting.

Yes

Yes

Yes




